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Chief, Records Center Branch 17 January 1955 ,

Chief, ‘Records Managewent Division

1. Atteched is the draft of the o rating manual for the
Records Center which was prepared by There are also
attached three loose pages handed to we by | for sub-
gtitution for the related ones in the original dccument he pre-

pared.
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2. Please assign someone to wake the necessary revisions
in this document to make it more cowplete and to eliminate any
reference to CIA or any of the crganizational units which are
related only to this Agency and which way have the effect of
identifying it. For instance, if reference is now made to CIA
in the pgopoaed manual this could perhaps be changed to read

sgency.

3. When this has been ¢ letely re-worked, & minimum
mumber of coples, perhaps 5 or B, should be prepared for the in-
tavnal use of the Records Center. I would like to glve one
copy tol ]when we have completely moved to the
nev location. .

%. Do not wake any changes on the attached material.

5. This should be completed at least one week prior to
the completion of the move to the new location.
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' TRANSMITTAL SLIP '
’ _17 January 1955

(Date)
TQ:
STAT ., o
BUILDING : ‘ ROOM NO.
REMARKS:

Will you please review the attached
material handed to me on 3 January
STAT be] | Tt conecerns the
development. of three different forums
for use in the Records Centey oper-
ations., Let me know as soon as
possible your evaluation of this

material.
FROM:
STAT
BUILDING ROOM NO. EXTENSION
g%rllomi 9&% 3 6“8 16—~—85268~1 GPO
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